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Faculty Access for the Web
…setting up your gradebook for quarter 2

Last modified:  October 31, 2003
1. Login to Faculty Access for the Web

2. Click on the Gradebook tab.

3. Change the Marking Column from QTR1 to QTR2

4. Click the Setup Tab and then click the Categories tab along the left side of the Window

5. We need to copy the categories that we created during the first quarter to the QTR2 gradebook.

6. Click the Copy From button located next to the Save button.  
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7. In the Copy From window, you want to select the class and quarter where you want to get your categories from.  Select QTR1 from the Marking Column drop down window, because you want to copy your categories from QTR1 to Quarter 2.  Pick the section that you want to pull the categories from (this will most likely be any section from the first quarter).  DO NOT copy assignments over.  Click OK and the categories will be copied to your QTR 2 section that you are currently viewing.
[image: image3.jpg]Please select the Marking Column and Class to copy from.

Marking Column; ~| cClass: |Phy.Ed. 6-02. Physical Edi v

[ Copy Assignments for each Category




8. Repeat these directions for each section that you teach.  Change the section and do another Copy From.

9. As with most things and computers, there is more than one way to skin the old cat.  If you’d like, you can copy the categories to one section and then use the Copy Class Setup function of the gradebook to distribute the categories to all sectons. 

In the Copy from window, change the marking column to QTR1





Pick the section that you want to copy your categories from.





When you login to setup your quarter 2 grades, change the marking column to QTR2








